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bay la S6 Tay Tim Viéc cia Ban
S8 Tay Tim Viéc clia Ban 1a dung cu bao quit ctia S§ Nhan Dung va Huin Luyén nhim gitip ban mau chéng c6
viéc lam. Vi ddy di nguodn thong tin va bai tAp ma ban cé thé ty minh lam 14y, S6 Tay Tim Viéc clia Ban 1a mot

cach khac nita dé gitip ban tim dudc cong viéc thich hgp.

B4t ddu tim viéc bing céch:

td chifc cong tic tim viéc

nhan biét va hoc cdch néi vé& nhitng kha ning cia minh

hoc viét ban tém Iudc va don xin viéc sao cho c6 hiéu qua

khdm pha nhitng 15i khuyén vé cich viét thu gidi thiéu cho hay dé€ dudc goi phdng van
tim nhitng ngudn cung cip tin mdi vé viéc lam

chuédn bi @€ di phéng van

quyét dinh xem cdng viéc ¢6 thich hgp v6i minh hay khong

St dung Trung Tam Téng Hop. Toa lac tai khip noi trong tiéu bang Massachusetts, nhitng
Trung TAm nay cong hi€n mot s& dich vu khic nhau vé nhan dung bao gom.

Hang Ngan C4c Ban Liét Ké vé Viéc Lam trong Tiéu Bang (ciing nhu trén toan qudc)

Danh Muc Viéc Lam & Massachusetts c¢6 ban liét ké viéc can ngudi dudc dién todn héa va
day dd nhat & ving New England. Danh muc nay dudc cip nhat hing ngdy, vi thé duyét xét
danh sdch nay thudng xuyén. Vo internet d€ xem nhitng thong tin vé cin ngudi ciing nhu chi
dan vé cach tim viéc.

Ngudn Tai Nguyén C6 Thé Dung Pugc.

M4y fax, dién thoai, may chup ban sao ludn cé sin dé€ ban sao ban hoic fax ban tém ludc
kinh nghiém, hoic goi dién thoai cho chli nhan. Nhitng tai liéu c6 sin d€ ban sit dung bao
gdm thong tin vé€ thi trudng lao dong, huéng din ngudn tai nguyén, danh sich cdc nha giit tré,
thong tin vé van dé chuyén chd, tai liéu tham kh3o vé cdch tim viéc va nhu liéu dién todn
gidp ban soan thdo va trinh bay ban tom lugc kinh nghiém.

Ci4c Khéa Hoc vé Céach Tim Viéc

Tuy theo ndi cu trid, ban ¢ thé tham du nhitng khéa hoc khac nhau, tir tra 13i phdng van dén
cach viét ban tém lugc kinh nghiém, thim do chon nghé dén k¥ ning do hdi ngudi than quen.
Gip g6 nhitng ngudi dang di tim viéc cing chia sé quan tim clia ban ciing nhu 1ing nghe
nhiéu sdng ki€n va kinh nghiém tim viéc ctda ho.

Gitp B3 cia Chuyén Gia Tim Viéc C6 Kinh Nghiém

Nhan vién tai cac Trung TAm Chiic Nghiép ludn sin sang yém trd ban trong sudt thdi gian tim
viéc. Liic ndo ban ciing dudc gitip dd khi mudn thong tin vé nhitng viéc dang cAn ngudi, vé
céc chli nhian hay cong ty tai dia phuong, hoic mudn dudc chi din vé cich tim viéc.
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Hiéu RS Quyén Han Phap Dinh Khi Tim Viéc

-

Cau Héi Trude Khi Tuyén Dung

Loai Cau Héi vé:

Chti nhan dugc phép hdi:

Cht nhan khéng dugc hdi:

Tudi tdc:

Giong Giong hoic Goc Gac Chiing Toc

Ndi sinh

Qudc tich

Tu cach

Ho s6 hinh sy

Ngudi phu thude

www.Mass.gov/dcs

Ban c6 1a vi thanh nién khong (dudi
18 tudi)? Ban cé thé cho toi gidy td gi
chitng minh ban da 18 tudi hoic 16n
hon khong?

Cht nhan dugc phép héi néu nhitng
ciu ciin ¢t vao diéu kién can thiét
cho ngh& nghiép da duge Uy Ban cho
phép trudc, hodc néu cin ciu héi Ay
dé thda min nhitng diéu khoan ctia
luat tiéu bang hoic lién bang; mot s&
nhitng chic vy thudc nganh an ninh
cong cong hién nay c6 dit gidi han
cho tudi thué vao ciing nhu lic v& huu.

Khong dugc hdi

Khong dugc hoi

Ban ¢6 phdi la cong din My khong?
Ban c6 y dinh nhap tich My khong?

Ban c¢6 that tha khong? Ban c6 dang
tin cdy khong?

Ban c6 bao gid bi két 4n vé mot trong
toi khong? Trong vong nam nam qua,
ban c6 bao gid bi két 4n hodc duge tha
ra khdi tu vi mot khinh ti, khong phéi
t6i 1an dau do say rugu, da thuong
ngudi, chay xe qué toc dd, vi pham
nhe luit luu thong, gdy 16n 6n do hoic
pha r6i tri an khong?

Khong dugc hoi

Ban sinh ndm nao

Ban bao nhiéu tudi?

Ngon ngit hoiic gdc gdc chling toc cla
ban 1a gi?

Ban sinh ra ¢ dau

Chéng hay v ban sinh ra & dau

Cha me (hodc nhitng ngudi than khic)
cua ban sinh ra ¢ dau?

Cha me, chdng, hay vg ban cé phai la
cong dan My khong? Ho sinh dé § My
hay nhap tich? Khi nao ho trd thanh
cong dan My?

Ban c6 thudc vé nha thd nao khong?
Ban c6 di nha thd thudng xuyén
khong?

Ban c6 bao gid bi bit khong? Ban
c6 bao gid bi két 4n vé mot khinh toi
khong?

Ban c6 con céi gi khong?

Ban c6 dinh ¢6 con khong?

Ban da sip x&p gdi con cho nha tré
chua?

Khong duge phép dung ciu hoi:
“Ban theo hoc hoic tdt nghiép

~ R 2 . R .z 2,
nam nad” dé xac dinh tudi tic Ung
vién.



Cau Hai Truée Khi Tuyén Dung

Loai Cau Héi vé:

Chu nhan dugc phép héi:

Chu nhan khong dugc héi:

Trinh dd hoc vin

Kinh nghiém

Khuyét tat

Tinh trang hon nhan

Kinh nghiém quén sy

T8 chifc tham gia

Ching tdc

Than quyén

Ton gido

Phai tinh

S& thich tinh duc

Ban di theo hoc hoic tdt nghiép
trudng dai hoc nao, hodc chuong trinh
day nghé nao?

Ban ¢6 nhiing kinh nghiém lam viéc
nhu thé nao?

Khong dugc hoi*

Tinh trang hon nhén clia ban ra sao?
Nhung chi khi cd nam 14n nir déu dugc
héi dong déu.

Ban c6 phdi 12 cyu chién binh Hoa Ky
khong? Qua trinh phuc vu trong quan
d06i cda ban 1a gi?

Ban c6 phai 1a doan vién ctia bt ci t8
chifc ndo mudn 1at d8 chinh phiit Hoa
Ky bing bao luc khdng?

Khong dugc hoi*

Khong dugc hoi

Khong dugc hoi

CA&m héi tri khi Uy Ban cho d6 1a mot
doi héi can thi€t cho chifc vu 4y.

Khong dugc hoi

Khong dugce dung cau hdi vé ngdy thang
lam viéc d€ x4c dinh tudi clia ing vién.

Ban c6 bi khuyét tat gi khong? Ban c6
khuyét tat gi? Khuyét tat cia ban ning
nhe thé nao?

Tén ho thdi con gdi cla ban 13 gi? Hodc
bAt cif cAu héi ndo dp dung cho gidi tinh
cla dng vién.

Hién tai ban c6 dang nhén trg cip
thuong tat lién hé dén quan vu
khong?

Ban c6 thudc vé t8 chiic NAACP/B’nai
B’rith? Hoic bat cif td chifc ndo ma tinh
chat, tén goi hodc tinh cdch clia né chi ro
ton gido, ching tdc hoidc gdc gic din tdc
cua hoi vién.

Ban thudc ching tdc nao? Mau da nao?
Hodc doi hoi phéi c6 énh kém theo don
xin.

Vg ban, chdng ban, me ban, cha ban ths
bat cif thin quyén nio clia ban lam viéc
hodc md doanh nghiép & dau?

Ban thudc nhém tdn gido nao, nha thg
hoic thdnh that nio? Ban c6 nhitng ng-
hia vu ton gido nao? Ban dn mung nhitng
1 ton gido nao

CA&m héi trit khi Uy Ban cho d6 1a mot

doi hdi can thiét.

Ban thich 16i quan hé tinh duc nao? Ban
c6 phdi ngudi ddng tinh luyé&n 4i khong?

Chi duge khi nhim muc dich hanh dong khing dinh (d€ nang d3 ngudi thidu s3) Ngudn tai liéu: Uy Ban

Chéng Ky Thi Ti€u Bang Massachusetts.
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Ludn Hang Hai trong Thai Gian Tim Viéc

Giltt niém tin:

Thé duc hang ngay:

Gitr vitng cam xuc cia minh:

www.Mass.gov/dcs

Pbiéu kh6 khin nhat 1a chdp nhan sy hat hdi. Quyét dinh sa th3i va
thué mudn 13 con dua vao nhiéu yé&u t& khdc ma khong do tanh tinh
clia minh. Rdng khong ty gidn minh. Khong d6 thira vao kinh nghiém
da qua. Phai tong trong chinh minh!

Sdp x&p lai chuong trinh tim viéc hang ngay va hang tuan. Gitt thdi
bi€u 1am sao ma khong bd sét nhitng cong viéc quan trong hoic mat
thi gid d€ suy nghi xem minh nén lam gi.

Ngoai viéc giif cho minh dudc khde manh, tip thé duc s& gitip quy vi
khong bi budn nan. Budn ndn lam quy vi khong linh hoat. Sy linh hoat
thay d6i héa chat trong ngudi ciia chiing ta 1am cho chiing ta cdm thay
vui vé va mudn hoat dong thém.

Biét cdch chiu dung clia minh v6i cdm xdc. La ngudi c6 trach nhiém
c6 nghi 1a dap dng thich hgp vdi cdm xiic ctia minh. Sy gian dit ¢6 thé
khé @€ cAm. Né&u quy vi ty gian 14y minh, quy vi ¢6 thé 1am cho quy
vi tr§d nén bénh hoan. N&u quy vi bay t4 sy gian dit cia minh d&€n mot
ngudi vo tu khdc (nhu gia dinh, ban bé, hoic ngudi chi tuong lai) quy
vi s€ khong 1a ngudi c6 trach nhiém gi ca.
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Il_\l\htrng Loi Biém khi Mau Chéng Tim BPugc Viéc
am

’ , ___Célgi tic

Xeép hang nhitng 1gi di€m

sau day theo thi ty uu tién ___Pugc doc 1ap

cuaban
__ Lam guong t6t cho con cdi
___ Tutrong
___ Pbugc gip gd nhiéu ngudi
___ Thém ty tin
__ Kiém soét dudgc van ménh minh
___ St dung dudc nhiéu k¥ niing
___ Khdm phd dudc nhiéu k¥ niing tiém 4n
____Kich thich dau éc, thé x4c va tinh than
___ Gay dyng dugc mot qua trinh kinh nghiém
___ Chinh minh va thin quyén dugc hinh dién va phim gi
___ Cai thién cudc song gia dinh
___ Con cdi trd nén doc 1ap hon
___Nang cao muc sinh s6ng
___ C6 tién huu bong

C6 bio hiém stc khée va cdc 1di ich khic

Liét ké thém ba 1¢i diém

kh4c d6i v6iban
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Nhiing Bugc Thi Tu trong Viéc Chon Nghé

Thi Trudng Viéc Lam

1. Ty danh gia chinh minh
___ Sdthich
_ Giatr
____ Kynang
___ Thanhqud
___ Y thich va nhu cauriéng

2. Suu tAm nghién cuu vé
nhitng nghé nghiép phu hgp vdi dic tinh c4 nhan

3. Am hié€u thi trudng viéc lam
____ Congviéc
___ Céacnganh k¥ nghé
___ Trién vong dudc tuyén dung
___ Nénkinh t€'tai dia phuong va cac chi nhan

4.Nhan ré muc dich va dit k& hoach thuc
hién

www.Mass.gov/dcs
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NhuCauctaBanlag

¢

Nhitng van dé sau day c6 lam cho ban quan tAm trong viéc hoach dinh nghé nghiép khong? Néu cé,
ddnh dau vao va viét rd van dé cu thé 4y ddi vé6i ban ciing nhu cich thife gidi quyét, trong cic cot
“Van dé cu thé” va “Giai phap”. Nén nhd, Trung TaAm Chitc Nghiép c6 thé gitip ban tim ra gidi phap!

Loai nhu cau

Van dé cu thé

Gidi phap

] Gilf con cai

(] Nhitng trach nhiém gia dinh khac

[0 Chuyén chd

[J Van dé tai chdnh

[0 Hoc van

[0 Huan luyén

[1Noi lam viéc

[0 Van dé sic khde

[J Van dé khac:
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Cong Viéc Ly Tudng cia Ban

Viét thém nhitng diém cot yéu
ve€ viéc lam 1y tudng ctia ban
trong phan nay:

www.Mass.gov/dcs

[1Ban thich lam viéc trong nhitng moi trudng sau diy (nganh k§
nghé, s6 nhan vién, v.v...):

[0 Ban thich 1am trong cdc thanh phd hoic thi x4 sau day:

(] Ban thich 1am vao nhitng gid gidc sau day:

[1Ban thich viéc lam:

[0 doi hoi phai di xa
[0 khong doi hoi phai di xa

[0 Ban thich di Iam bing phuong tién gi?

(] Ban 1a ngudi thich & trong nha hay ra ngoai trdi? Néu tudng
tugng minh dang ra ngoai trdi, ban muén & diu? Ban muén &
trong riing, trong cong vién, hay trén dudng pho? Néu tudng
tugng minh dang & trong nha, ban mudn & dau? Ban dang &
trong vian phong, trong cta hiéu, hay trong nha may? Toa nha
16n ¢& nao?

[0 Ban dang lam cong viéc gi? Pang viét ldch, xy dung, dang néi
chuyén, stta chira vat gi, dang dung mdy dién toan, hay lam viéc
gi khac?

(] Chung quanh ban c6 ai khong? C6 bao nhiéu nguGi?

[J C6 phéi ban dang lam viéc v4i nhitng ngudi nay khong? Bao
nhiéu ngudi? Lam viéc chung nhu thé nao?

J Luong cia ban bao nhiéu?
[0 Ban lam gidi nhitng céng viéc nao noi s& lam?

[0 Ban yéu thich diéu gi trong cong viéc?
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Nhitng Gid Tri doi véi Ban trong Cong Viéc

Xin danh dau vao nhiing diéu dai véi ban la c6 gid tri trong cong viéc da lam trong qua khii va
nhling gia tri ban can nhat trong viéc lam sap tGi

Giatri Binh nghta Co trong viec  Can c6 trong viéc lam
lam tru6c day  sdp t6i
Thanh qué Thay thanh cong v€ mat ca nhan ciing

Pugc thing tién

C6 quyén han

Pudgc tu cha

Thich thit thach

Pugc thodi mai

Thich tuan theo ai

Pugc dong gbp

Thich hgp tac

Sang tao

Ua mao hiém

Moi trudng

nhu nghé nghiép
Co hoi dugce thing chic

Chiu trach nhiém diéu khién cong viéc
ctia ngudi khac

Tu do tim phudng cich riéng d€ hoan
thanh cong viéc, c6 ¢6 hoi duge lam
viéc doc lap

Viéc lam doi hdi phdi ding hét kha
ning va ning luc d€ déi phé vdi van
dé mdi

It dp luc, it g0 b6

Pé ngudi khac dit ra muc tiéu va ra
1énh cho minh

Co hoi c6 dnh hudng truc tiép dén
thanh cong cia td chifc

Lam viéc trong mdi truong than hitu
va hai hoa

Co hoi sdng tao va d6i pho vdi van
nan méi, véi nhitng tinh trang thay ddi
thudng xuyén

Muén ty minh 1am chd, phat trién mot
dich vu méi, khdi sy mdt chuong trinh
mdi

Noi lam viéc c6 kiéu kién tric va dudc
bao tri phu hop vdi tiéu chudn ciia ban
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Nhiing Gia Tri doi v6i Ban trong Cong Viéc

(tiép theo)

Giatri

Cé trong viec  Can c6 trong

Dinh nghia lam tru6c day  viec lam sdp tdi

DPugc giao tiép

Thém kién thic

Lanh dao

bi xa

Co thdi gian cho riéng minh

C6 uy the

Trach nhiém

Hoat dong déu din

Miic luong
Bén vitng
S§ thich xa hoi

Tinh da dang

www.Mass.gov/dcs

Giao ti€p thudng xuyén va cdi mé
v6i ngudi khac

Hoc hédi thém nhitng diéu méi mé
Piéu khién va chiu trich nghiém
nhitng viéc lam cla ngudi khac, 18y
quyét dinh dnh huéng dén ngudi
khac, va quén ly

C6 cd hoi dugc di xa

C6 du thdi gian cho riéng minh va
gia dinh ngoai cong viéc

Viéc lam dem lai nhiéu uy thé va
dugc ngudi khac kinh trong

Chiu trach nhiém vé nhiing cong
tdc quan trong

Viéc lam khong phic tap va dugc
td chiic vdi nhiéu cong viéc gidng

nhau lap di 1ap lai

Pugc tra luong cao cho cong viéc
minh lam

Viéc lam khong dé bi loai bd
Viéc lam c6 ich cho ngudi khac

Viéc 1am c6 nhiéu cong tdc khic
nhau
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Nhan Dang Ky Ndng

Bai tap nay sé& gidp ban nhan ra nhitng k§ ning clia minh. Tru6c hét, liét ké nhitng chifc vu ban da 1am trude day va
trach nhiém cho mdi chifc vu 4y. Nhan dinh nhitng k§ niing ban di di dung d€ hoan thanh trach nhiém ctia minh. Sau
do, liét ké nhitng hoat ddng ngoai pham vi vi€c lam trong qua khit va hién tai, chfmg han nhu viéc lam thién nguyén,
viéc di thuc tip, gidi tri cling nhu kinh nghiém lam viéc nha. Xdc dinh nhitng trach nhiém ban c6 hodc céng tac ban
dd 1am trong hoat d6ng nay va nhitng k¥ niing ban di dung dé hoan thanh cong viéc.

A. Chtc vu trong qua khd

Chtic vy Trach nhiém Ky ndng
Tiép tan Tra 16i dién thoai T8 chiic, thong dat
Cong viéc tho ky béanh may, k¥ ning tay chan,
hiéu dinh
MObi gidi mua ban dia 6¢ Giam thi nhin vién bdn dia 6c  Gidm thi

Giam sat trao d6i giita cac bén Quan ly, phdi tri, truyén dat
trong viéc mua ban

Chdic vu ctia ban trong qua  Trach nhiém Ky nang
kha chic vu

B. Hoat dong khac (nhu: lam viéc thién nguyén, thuc tap, tha tiéu khién, viéc nha)

Hoat dong Trach nhiém Ky nang
Nobi trg Chim séc gia dinh T6 chifc, 1anh dao, truyén
dat, ngan sach
NAu nuéng Tinh toén, t& chic, khéo 1éo
tay chan

Hoat dong khac cda ban (nhu: lam viéc nguyén, thuc tap, viéc nha, v.v...)

Hoat dong Trach nhiém Ky nang
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Nhing K¢ Nang Ba Dung

K§ niang da dung 1a mdt khé\néng khong phai chi ing dung cho mdt cong viéc hay cong tic cu thé
nao ma c6 thé dung cho nhiéu hoan cdnh khic nhau.

Ky ndngriéng

Sau day 1a danh sich nhitng k¥ ning riéng rit quan trong d€ gitip ban thich @ng ciing nhu hitu
hiéu trong cong viéc hay mdt nghé nghiép nao. Khoanh tron nhitng tit mo ta c4 nhan ban.

Chinh xac

C6 nhiéu khat vong
C6 6c¢ nghé thuat
Qua quyét

K¥ ludng

Piém dam

Nhiéu kh3 ning

Vui tudi

Suy nghi mach lac
Lanh 1gi

C6 6¢ ganh dua
Biét nghi d&€n ngudi khic
C6 tinh than hop tic
C6 6c¢ sang tao
Pang tin cay

Qua quyét

Cén trong

Dé tinh

omn

Chu ddo

Ning nd

Hing hai
Cong bing
Uyén chuyén
Théng thin
Than thién
Rong rai
Cham chi

Hay giup dd
That tha

C6 6c khoi hai
C6 6c tudng tugng
Lanh dao

Dé& mén

C6 6c¢ 1y ludn
Trung thanh
Trudng thanh
Cdi mé

Lac quan

C6 t6 chite

Dé than thién

Kién nhin

Kién tri

Lé do

Thuc dung
Chinh xac

It n6i

Thuc t&

Pang tin cay
Nhiéu sang kién
C6 trach nhiém
Tu tin

Biét diéu

Thanh that
Hoat bat

Khéo 1éo

DPén noi dén chon
Rong lugng
Pang tin cay
Hiéu biét

Pa ning

Tém tit: doc lai danh sdch va chon ra nhitng tf nhit mo t4 ding nhat ca nhan ban

1.

2
3.
4

www.Mass.gov/dcs

5.

6
7.
8

9.

10.
11.
12.
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Phuong Cach Tim Hiéu vé Nghé Nghiép va Thi
Truong Viéc Lam

Néu dang mudn thay ddi viéc lam, thi ban can phai nghién cttu dé Iwa chon. Sau day 13 mot s phuong
cach d€ tim hi€u thém vé nhiéu nghé nghiép khac nhau:

v Tim nhitng ngudi dang 1am nhitng nghé &y va néi chuyén véi ho
v Tra citu thong tin vé& nhitng nghé 4y — C6 thé xem sach vé nghé nghiép & nhitng ndi sau day:
@ Cic Trung TAm Chiic Nghiép Téng Hgp
@ Thu Vién Cong Cong
@ Thu vién tai cdc trudng k¥ thuat va day nghé
v Viét thu cho cdc hoi chuyén nghiép d€ hdi thém tin tiic — Xem tén va dia chi ctia cdc hdi § cac danh muc sau
day trong Trung Tam Chitc Nghiép
€ Ci&m Nang Nghé Nghiép Ti€u Bang Massachusetts
@ Danh Muc Cac Nghé C6 Mon Bai
@ Nghé Nghiép va Hudn Luyén trong Lanh Vyc Chim Séc Stic Khde
v/ Di thim nhitng ndi lam viéc

v/ Tim nhitng cdng viéc ban thGi gian hodc viéc thi€n nguyén lién hé.

Diéu Tra Cic Nghé Nghiép
Thu thip thong tin sau ddy cho mdi nghé ban mud6n tim hiéu
Nghé nghiép:

1. Mo t4 vin tit vé nghé Ay/nhitng cong viéc thudng ngdy:
2. Hoc vdn va dio tao can thiét:

3. K§ niing va s thich can thiét:

4. Luong khéi ddu/khoang luong/quyén 1di khac:

5. Gid giac lam viéc tiéu biéu:

6. Dung cu/vat liéu/mdy méce st dung:

7. Moi trudng lam viéc:

8. Né4c thang nghé nghiép:

9. Nhitng nghé lién hé:

10. Ban c6 thé 18y thém thong tin & dau:
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Soan Thdo M6t Ban Tom Lugc Kinh Nghiém
That Hay

Nghién cttu trong gidi chi nhan cho thay, hinh thic tém luge duge wa thich va hitu hiéu nhat 13 nhitng
ban dugc viét theo thi ty thdi gian. Sau ddy 1a mot s nhitng diéu nén biét d€ soan thio ban tém ludc
theo thi tu thGi gian.

1. B4t ddu bing viéc lam hién tai hoic chiic vu gin nhat roi di
ngudc lai va danh nhiéu chd cho nhitng viéc 1am gin hién tai nhat.

2. Chi néi chi ti€t vé ba cho d&n nim chifc vu hay viéc 1am sau
cling trong khodng thdi gian d6 mudi nim qua. Tém tit vé nhitng
chitc vu trude kia trix khi ¢6 dic biét lién hé dén chifc vu ban dang
mudn xin.

3. Chi dung nim d€ chi thdi gian, khong cAn néu rd ngay thing. C6
thé néi thém chi ti€t trong ldc phdng van hoic trong don xin.

4. Khong néi di néi lai nhitng chi tiét giong nhau trong nhiéu chiic
vu.

5. Trong mdi chiic vu, nhan manh nhitng thanh qua 16n va trach
nhiém d€ chitng té minh c6 ddy di kha ning ddm nhiém cong viéc.
Khi nhitng khia canh quan trong nhat clia cong viéc da dudc cho
biét rd, thi khong can phai néu thanh qui kém quan trong hon vi
ngudi chii ¢ thé suy dodn ra dugc.

6. Lu6n ghi nhé muc tiéu cla cong viéc ban dang mudn xin. Mo ta
chiic vu va thanh qué trudc ddy lién hé nhiéu nhat v6i cong viéce
ban mudn xin.

7. Khong gdm chung phin hoc van trong phan kinh nghiém. N6i
chung, phai dit phan hoc van & diu trang néu ban mdi hoc xong
trong vong nim nim; néu di hoc xong 1au hon nim nim thi nén
dé & cudi trang. (PAy khong phai 13 quy luat nhat dinh, tuy nhién
ban c6 thé 1am theo y thich cia minh d€ nhdn manh vé& phin kinh
nghiém hay hoc van.)

8. Va tat nhién 13 c6 1am sao trinh bay gon trong mot trang.

www.Mass.gov/dcs
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Diéu Cot Yéu cho Cha Nhan trong Ban Tém
Lugc

Lam thé nao dé gay dugc an tugng t6t lic ban dau

Bén tém lugc phdi chinh phuc dudgc ® N&u c6 phan muyc tiéu, thi phai dugc phat bi€u don gidn
ngudi doc ngay & nira trang dau. gdn lién vdi cong viéc cy thé ban mudn xin.
® Can dugc liét ké ky ning va dic tinh quan trong nhat clia
ban & dau trang trong phan tém luge k§ ning hoic trong
phan md t4 chiic vu dau tién.
@ Tén cic chifc vy va cong ty can dudc trinh bay rd rang.

Viét ban tém lugc vi€t nhim vao chi ¢ Phai viét ban tém lugc sao cho phu hgp vdi loai cong
nhan. viéc ban dang tim. N&u d6 1a cong viéc khac nhau, ban
tém lugc can dudc thay d6i d€ thich tng véi nhiéu chi
nhan khac nhau va nhitng gi ho dang tim.
@ Khé ning dugc liét ké trong bdn tém luge phai phu hgp
vdi dic tinh dude néi dén trong badn mo td chifc vu ma
ban dang mudn xin.

Phai lam ndi bat thainh qua ctia minh. ¢ Chii nhin phdi d& dang xdc dinh dugc thanh qua khi doc
qud trinh lao dong ctia ban. Chd ¢ @€ ngudi doc vudng
ban vdi nhitng chi ti€t vun vit.

@ Khong nén chon vii dic tinh cta ban trong doan van dai.

Trinh bay hap din bin tém lugc. @ Phdi sach s€ va c6 vé chuyén nghiép.
# Phai c6 nhiéu khodng trong giita cdc doan vin va khong
nén don qua nhiéu thong tin vao mot trang.
Ngudi cht tim cai gi khi doc bantém ¢ ﬁng vién ¢6 dd thdi gian va mic d6 kinh nghiém thich
ludc. hgp khong?
. @ Kinh nghiém lam viéc c6 nim trong lanh vuc thich hgp
khong?
# Ung vién c6 thi€u kinh nghiém thiét y&u nio khong?
@ Kién thiic k§ thuit cda ng vién c6 di sau rong khong?
# Ung vién c6 di k§ ning chi huy, quén 1y hay lanh dao
khong?
@ Qua trinh thanh qué cta ng vién c6 16 rang khong?
# Ung vién ndy nhu thé nao so véi nhitng ing vién khic
hién dang dugc ctru xét?



Nhing Tt Nglt Thudng Dung trong Ban Téom Lugc

18 | Chuong 2 - Ty Quang Cdo Minh trén Gidy: Ban Tém Lugc, Pon Xin va Thu Gidi Thiéu

Quan tri
Co6 van
Phéan tich
Lip rap
Trg giap
Tinh toan
Liét ké vao catald
Chu toa
Thay ddi
Cong tac
Soan thdo
Hoan tat
Diéu khién
Xay dung
Tham van
Hop dong
Phoi tri
Sao chép
Tao dung
Pinh nghia
ny quyén
Chiing t6
Thiét k&

www.Mass.gov/dcs

biéu dong
Phan phoi
Soan thédo
Hiéu dinh
Gido hun
Thiét 1ap
Lugng gid
Kham xét
Thi hanh
Giai thich
Diéu hop
Diéu khién
Giup do
Thué muén
Nhan dang
Thi hanh
Cai ti€n
Gia ting
Anh hudng
Thong bdo
Chu xudng
Phdng van

Piéu tra

Duy tri
Quaén ly
Tiép thi
Theo doi
Khich 1€
Thuong lugng
Hoat dong
T8 chic
Thuyé&t phuc
Chuin bi
Trinh bay
Soan chuong trinh
DPé xuit
Xuat ban
Ghi lai
Tuyén mo
Duyét lai
Phuc vu

Chi huy
Day

St dung
Viét
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Nhan Manh dén Thanh Qua

Bén tém ludc va don xin viéc phai 1am ndi bat dudc nhitng thanh qua ctia ban. LAy mdi cong
viéc va chd nhadn ma ban da tirng 1am, rdi liét ké ba déng gép quan trong nhit cda ban trong
mdi chitc vu. Nhé diung nhitng dong tir thudng dung trong liic mo td thanh qua 4y.

1. Chu nhéan:

Thanh qua’
A.

B.

C.

2. Chu nhan:

Thanh qua:
A.

B.

C.

3. Chu nhéan:

Thanh qua:
A.
B.
C.

Tén cong viéc:

Tén cOng viéc:

Tén cOng viéc:
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Muoi Diéu Nén Tranh trong Ban Tém Lugc*

Chiing t6i thim do mot s6 cht nhan 16n, 1. Qud dai (mdt trang 13 t&t nhat).

nha huéng nghiép va cd quan tuyén
dung d€ biét nhitng 16i 1Am thudng gip
trong hang ngan ban tom lugc ma ho
doc qua. Sau day 1a mudi 16i 1Am hang
diu (quan trong t¥ trén xudng):

2. Lon x0n - dit kién rai rac lung tung - khé theo
doi.

3. Panh mdy va in lem nhem - khé doc - trong
khong c6 vé chuyén nghiép.

4. Dai dong - nhitng doan van va cau qua dai - 16i
nhiéu y it.

5. Qud vin tit - Chi c6 tén chifc vu va ngay
thang.

6. Khong huéng dén thanh qua - khong néi 1o ing
vién da hoan thanh dugc diéu gi trong cong viéc.

7. Qu4 nhiéu dit kién khong cin thiét - chiéu cao,
stic ndng, gidi tinh, sic khde, tinh trang gia dinh
12 nhitng diéu khdng cin néi trong ban tém lugc
ngay nay.

8. Pdnh van sai, dinh mdy sai chinh t3, sai vin
pham - ban tém lugc can dudc doc va do lai k§
ludng trude khi in va géi di.

9. C6 ging qua mic - dung kiéu chif va bao bi
cau ky, hinh dnh va gidy qud dic biét 1am sy trinh
bay trong sang bi gidm di.

10. Lac huéng - qué nhiéu ban tém lugc khong
¢6 yéu cAu ma dugc gdi dén trén ban chii nhén,
ching c6 hoic rét it lién hé dén cong ty — can thu
giGi thiéu dé sang té didu nay.

* Tom Jackson, The Perfect Resume (Bdn Tém Lugc Hoan Hao),
Garden City, NY: Anchor Books, 1981, trang 15.
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Ban Tém Ludgc An Khach: Panh Gia Ban

Dung mau nay d€ ddnh gid hoic cho ban bé dinh gid ban tém lugc cia ban. Cho di€ém ban
t6m lugc theo ba hang: Hay, Trung Binh hoic D3. Viét nhitng dé nghi sita d6i cho hay hon.

- R A . R
biém bé nghi cai tién

Hay  Trung binh DG

Bién tom lugc c6 ding khong (c6 16i ddnh
may, 161 chinh td hodc dung tir kém cdi
hay khong)?

Ldi phat bi€u c¢6 néi vé muc tiéu nhung
khong qua thu hep khdng?

C6 ding nhiéu tir biéu trung dé€ nhan ma-
| nh thanh qué khong?

C6 qtia nhan manh vé thanh qua so véi k§
niang va nhiém vu khong?

B4n tém lugc c6 16 rang khong? C6 dé
cho ngudi khac nhan ra kha niang cta
minh hay khéng?

C6 bd bét dir kién riéng tuw khong quan
trong khong?

C6 tranh ty danh gia minh khong?

Ngon ngit sit dung c6 rd rang va dé& hiéu
khoéng?

Cé6 nhan manh dén 1gi ich cta chd nhan
(tuong lai) khong?

C6 lam cho ngudi khac mudn doc khong?

C6 dudc in an rd rang trén gidy tot khong?

Céch trinh bay c6 lam cho ngudi khac chui
y khong?

Nhitng wu diém ctia ban c6 ndi bat 1én
khong?

C6 néi 16 vé nganh ky nghé va san phdm
ctia cac chu ct khong?

C6 bit ddu mbi cau bing mot dong tif tich
cuc khong?

C6 néi ding diéu can néi va ro rang
khong?

C6 lam cho ngudi ta tin vao k§ ning gidi
quyét van dé cla ngudi viét khong?

www.Mass.gov/dcs
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Chi Dan Dién Pon Xin Viéc

¢ Hiy cin than

v Viét ro rang

v Tré 16i ding moi cau hoi

v Cénh giac

v Tri 15i ddy di

v Viét cho diing

v’ No6i cho hét

¢’ N6i chinh xac

¢ Chuén bi diy da

Né&u ban cén than, theo ding 15i chi din trén don
xin viéc, chd nhin s€ nghi ban cling cin than khi

dugc tuyén dung.

Viét ro rang va viét biing chif in hoa d€ don xin dé
doc. Dung biit muc mau den hoic xanh c6 nét déu

dan.

Tru6e khi bit ddu dién don, phdi doc k§ moi diéu
trén don xin. Sau khi dién xong, doc lai d€ chic

ring ban da trd 16i ding moi cau hdi.

Néu ban khong chic 1dm vé y nghia cia nhitng chir
viét tit dung trong don xin, yéu cau ngudi dua don
cho ban gidi thich nhitng chir ay.

Tra 15i hét moi cAu hdi. N&u c6 cau nao khong thich
hop vdi trudng hdp clia ban, viét “khong 4p dung”.

Coi ching 16i chinh t4, 18i vin pham, va 15i chAm

A

cau.

M0 t4 hét nhitng kha ning va k§ ning cla ban.
Ngoai ra, cling liét k& nhitng loai may dién toan,
chuong trinh nhu liéu, mdy méc, thiét bi va dung cu

ma ban biét stt dung.

Chic ring moi dit kién déu chinh x4c. Kiém lai
ngay thiang bit ddu 1am va ngay nghi viéc, sd dién

thoai va dia chi cho chinh x4c.

Pem theo mot 14 don mau mdi khi ban di xin viéc.
Khi c6 sdn moi dit kién vé minh, ban s& dién don

day dd va chinh xac.
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Thu Gidi Thiéu

Thlf néy nham .. n
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0i chd nhén nao doc. Pu dinh. Phéi soan tho na g dé gdi cho ngudi na an tom
bc. Piing bao gid viét mot 14 o a8 cho dé thay déi ! inlil}Llrian*thu
: sao chép nguyén vin va an, dé
goi di.

na ai la
y phai lam ngudi doc chi y
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132 fast Haln street
Cambridge. HA 02138
6\ 483-1234

pat Mur:hy
A {

| 221 Poplas Sueet
| Missoula. Monmna.SQ_BOl

S'C'u\unn\a\ orive
peabody. HA 01960

pear Pat Murphy.

Mr. John p. Johnson. Vice president
Ajax Accounting Company
555 Tamarcak Drive
BlllingS. Montana 59801

1 writing in response to the Customer Strv\ulOrder Spuc\n\st posttion you
ldvurt\nd with the Departmnt of Emp\oymnt and Training. 1 have enc\ostd my
ur

Dear Mr. Johnson.

1 also comple gy schoolin at Malden Wigh- rom the First paragraph. 10 your inital paragraph state the reason {or the letter. the spe-

resume, 1 €3" type |pprox\a\at.\y 45 words Per minute. ‘cific positon or type of work for which you aré applying and indicate from which

resource lp\acemcnl center, news media. friend. emp\oymcm service) YoU Jcarned
of the opening.

1 would apprtc\lu the opportun\!y to discuss further ®Y qua\\(\cat\ons for
this pos\t\on. 1 wil) call your office next week o jnquire about 3n
interviev.

second Pa:agraph jndicate why you aré \merested in the posldon. the company.
\ts products or services — above all. what you can go for the employer: If you are
a recent graduate. explain how your academic background makes you 2 quahﬁed
candidate for the position- If you had some pracucal work experience. point ou}.
the specific ach\cvcmcms or unique quahﬁcauons. Try not t0 repeat the same
{nformation the reader will find in the resume.

Thank You very much for you time and your conswtunon.

$\nuro\y yours.

nn Richard
dohn RYCNST ' Third paragraph- Refer the reader 0 the enclosed resume of applicauon plank

which summarizes your qualmcauons. training. ;xpcncnccs or whatever media
you may be utilizing 10 present yoursc\\’.

Final paragraph- In the closing paragraph. {ndicate your desire for 2 personal
{nterview an' your flexibility as to the time and place. Repeat your none number
in the letter and offer any assistance to help in 2 speedy response: Finally. clos¢
your letter with @ statement OF queston which will encourage 2 response- For *
example. state that you will be in the city where the company s Jocated on 2 cer-
tain date and would like 0 set up an {nterview.’ Or, state that you will call on 2
certain date to set up an interview. or. ask if the company will be recruiting in
your area. or if it desires add\uonal information or references:

sipcerel yours.

o mmv
Thomds L- Ssmith

www.Mass.gov/dcs
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Mudi Diéu Can Biét dé Viét Thu Gigi Thiéu

That Hay

Thu gidi thiéu 1a mot cong cu d€ chao mdi! Thu nay lic nao ciing phai dugc dinh kém véi ban tém
luge va don xin viéc. Sau ddy 1a mot s diéu nén biét dé viét thu gidi thiéu cho c6 hiéu qua:

1. Lu6n ludn ¢6 d nhitng dir kién
quan trong

2. G4i thu cho mot ngudi ¢ tén ho
rd rang trong cong ty

3. Lam cho cAu m& dau hap din

4. Viét mdt 14 thu khdc nhau cho
mdi cdng viéc hodc mdi cong ty

5. M6 t& k¥ nidng ctia ban vi chiing
lién quan dén cdng viéc

6. Ludn ludn danh may va do lai thu
gidi thiéu trude khi gdi di

7. Vi€t ngén gon, ding nhitng i ggi
1én hanh dong d€ mo ta nhitng thanh
qué

8. Hay tu tin, c6 6c sang tao va hing
héi

9. Ludn ludn gitt mot pho bédn cla
thu gidi thi€u da gdi di

10. Ludn ludn yéu ciu ho tra 15
hoidc phdng van

Tén ho, dia chi va s& dién thoai (bao gdm mai s6 khu vuc) phai d& nhan
ra trén mdi 14 thu gi6i thiéu ban gdi di. N6 1a diéu dau tién ngudi doc sé&
tim khi mudn lién lac véi ban.

Bit dau va két thiic 14 thu bing tén ngudi doc. N&u cin, goi dién thoai
dé hdi cho biét tén ngudi ay. Nhitng thu d& “To whom it may concern”
(Kinh g&i ngudi lién hé) hodc “Dear sir/madam” (Kinh gdi 6ng/ba)
trong khong, thudng khong dude ngudi khac doc nhiéu nhu nhitng thu
gdi d&€n mot ngudi ¢6 tén nhat dinh. Ngoai ra, nén ding diu phét sau tén
ngudi - né c6 vé it xa la hon.

Khi xem thu (nhat 1a thu tif noi cong s&) ngudi doc thudng Iudt qua dé
biét ndi dung. Thu gdi cho ai? Cau mé dau nhu thé nao? Ngudi gdi
mudn gi? v.v... Nhitng cdu dau tién cin dugc chd ¥ (cAu mo ta vi sao
ban 13 ng vién t6t nhat cho viéc lam nay, hoic ciu néi ding vao diéu
chli nhan quan tim) s& lam cho ngudi doc phéi doc hét bic thu.

Khong c6 mot 14 thu gidi thiéu “gdi cho ai cling dugc”. Mdi cong viéc
ban xin déu khdc nhau. Chitng té ban d4p ing dugc nhu cAu ciia cong
viéc nhu thé ndo. Nh6 néu rd tén clia cong viéc ban mudn xin trong mot
vai ciu dau dé€ ngudi doc bi€t ban mudn xin viéc gi (khong can phai néi
ban da thdy cong viéc Ay ¢ dau - diéu nay khong néi thém duge gi cho
biic thu ctia ban).

Cho biét ban da lam mot cdng viéc nao d6 cho mot cong ty khong c6
nghia 12 ngudi doc sé& thiy dugc su lién hé - giita ban, cdng viéc trude
kia va cong viéc ban danh xin. Piéu hitu ich 1a nén gin lién kinh ng-
hiém clia ban vdi k¥ ning va lién két nhitng k§ ning &y v6i ban mo ta
cong viéc.

Thu gi6i thiéu tao mot an tugng vé ban. Piéu quan trong 1a thu nay phai
c6 vé nghiém chinh va khong c6 16i Iim. N&u ban c6 diéu gi sai trong
thu gi6i thiéu, sai s6t 4y c6 thé dnh hudng d€n cch nhin ciia chd nhan
vé ban. N&u thu clia ban gon gang nghiém chinh, chd nhén tin riing ban
cling gon gang nghiém chinh.

Mot s6 chii nhan nhan dudc rat nhiéu thu gi6i thiéu va ban tém luge
hang ngay, vi th&€ ho mudn biét vé ban ma khong phai doc nhiéu.

Sau ban tém lugc, thu gi6i thiéu 12 phuong cdch tt nhat dé quing cdo
minh trén gidy. Thu nay néi l1én cé tinh cda ban cling nhu nhitng 1di ich
khi tuyén dung ban.

Pho bén cla thu gidi thiéu da gdi di s€ gidp cho cong tdc tim viéc cla
ban ciing nhu viéc theo doi dudc troi chdy.

Thu gi6i thiéu 1a d€ xin cho ban dugc phdng van - vi vdy, hily yéu cau
diéu ay!



26 | Chuong 3 - Do Hoi Ngudi Than Quen: Tim Ping Cong Viéc Ban Thich

Vi Sao Can Do Hdi Ngudi Than Quen

No6i chuyén hay lién lac v6i nhitng ngudi ban than quen dé tim dau moi cong viéc 1a phuong cich tot nhat

dé tim viéc. Pa s6 chiing ta tim dudc viéc thong qua moi quan hé riéng - nhitng ngudi ching ta da biét nhu
ban bé va than nhan, béc si, nha si cling nhu ngudi chiing ta gip khi di mua sim hay trong cudc séng hang
ngay. Nhitng ngudi thAn quen clia ban bé va than nhan trong gia dinh ban ciing 1a m&i quan hé c4 nhan.

Ban c¢6 biét ring chi c6 mot s6 nhd cong viéc dang cAn ngudi duge quing cdo trén bdo dia phuong khong?
Ban c¢6 biét ring hau hét nhitng ngudi tim viéc déu chay theo nhitng chiic vu quing cdo trén bdo khong?
Do d6, ban ¢6 nhiéu cd may tim dugc viéc 1am hon bing cdch do hdi ngudi thin quen d€ tim diu mdi din
dén cong viéc khong quang cdo.

Ban c6 biét ring khodng 60% ngudi tim viéc ¢6 dugc viéc 1am mdi 12 nhd sy gitp dd cia ban be, gia dinh
va ngudi quen khong?

Vi th€, ban phai 1am sao dé c6 that nhiéu ngudi biét ring ban dang tim viéc. Nhu thé thi ho sé& gitp ban
tim viéc nhanh hon!

Héi thim chi 1a mot trong nhitng phuong cach hitu hiéu dé€ tim viéc. Dudi ddy 1a mot s6 phuong phap tim
viéc thudng dudc ding nhat cling véi ty 1€ hitu hiéu clia chiing. Dung tit cd moi phuong phdp hoic két hop
chiing @€ tim viéc nhanh hon.

Ty |é tat ca nhiing ngusi tim viéc st dung phuong phdp Phuong phép Ty 1€ hiu hiéu*

66.0% Nop don tryc ti€p cho chd nhan 47.7%

50.8 Héi ban bé vé nhitng viéc ndi ho 2241
dang lam (Do hdi ngudi than quen)

41.8 Héi ban bé vé nhitng viéc & noi 11.9
khdc (Do héi ngudi thin quen)

28.4 Héi than nhan vé nhitng viéc noiho 19.3
dang lam (Do hdi ngudi than quen)

27.3 Hdi than nhan vé nhitng viéc § ndi ~ 7-4
khdc (Do héi ngudi thin quen)

45.9 Tra 16i quang cédo trén bdo 23.9

21.0 Co quan tuyén dung tu nhan 24.2

12.5 Vin phong tim viéc & trudng hoc 21.4

15.3 Thi vao 1am cong chic 12.5

10.4 Héi thay gido hoic gido su (Do héi  12.1
ngudi than quen)

1.6 bing quang cdo trén bdo 12.9

6.0 Noi tuyén dung ctia nghiép doan 22.2

* Ty lé hiu hiéu dugc tinh bang cach 18y s6 ngudi tim viéc thuc su ki€ém dugc viéc chia cho t6ng s6 ngudi di tim viec
cting st dung mot phuong phap, du ho c6 kiém dugc viéc hay khong.

www.Mass.gov/dcs

Nguoén tham khao: “Tips for Finding the Right Job” (Nhiing Diéu Nén Biét dé Kiém Pugc Viéc Lam”
ctia Bd Lao Bong, Nhan Dung va Hudn Luyén Hoa Ky, an hanh ndm 1990 (da duyét lai)
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Chudong 3 - Do Hoi Ngudi Than Quen: Tim Ping Cong Viéc Ban Thich

Noi lién lac tot 12 bt cii ai c6 thé:

@ Cho ban mdt cong viéc;

@ Cho ban biét c6 mot cong viéc dang cAn ngudi;

@ Gi6i thiéu ban d&€n mot ngudi c6 thé dan x&p cho ban dugc phdng
van hoic doc ban tém luge cia ban;

® Cho ban tén mot ngudi c¢6 thé 1am dugc bat cit diéu gi néi § trén;

# Cho ban tén mot ngudi c¢6 thé cho ban tén mot ngudi khic 1lam dugc

bat ctt didu gi néi & trén.

Pay 1a lanh vuc doi hdi 6¢ sdng tao cao nhat trong cong tic tim viéc. PAy thuc sy 1a mot thi thach d€ xem ban thdo
vat va hitu hiéu nhu th€ ndo khi mudn ngudn tin mdi. Ban khong nén bd sét mot ngudn tin nao.

Xét nhém ngudi liet ké dudi diy. Sau d6, viét ra trén Gidy Mang Lu6i Than Quen tén cda it nhit hai ngudi trong
mdi nhém c6 thé gitip ban tim viéc. Mot 1an nita nén nhd ring nhitng ngudi nay khong nhat thi€t phai la cing mot
nghé vdi ban hoic 1a ngudi ban biét 18, chi cAn ho 1a ngudi ban di gip va sin sang cho ban tin tdc hitu ich.

Ngudi

Liét ke 100 ngudi ban biét - méi
nguoi nay lai biét 100 nguoi khéc,
bao gbm nhém ngudi:
ddng nghiép cling nghé

ban hoc

cha cii

ban cung s trugc day

bac st

nha si

tu st

ngudi budn ban, khach hang
dudgc st

thg hét toc

nhén vién nha bang

ngudi quen ¢ dam tiéc

hoi phu huynh & gido chic
bdi pha rugu

cdnh sat

dai 1y bdo hi€ém

thg lam téc

gido su/thdy co

tho ky
ngudi chdi gdn-quan vgt-trudt tuyét
chuyén nghié€p

than nhan va hang x6m
ngudi dua thu

chi no

hoi vién hoi ai hitu sinh vién

nha thau

thanh tra nha ctra

chii cdc tiém thyc phdm nhd
ngudi phdéng van § cong ty tir
chdi tuyén dung ban

Nhitng ngudi khac toi biét
- Ghi & day, chi nha, giam
ddc nha bing, quan 1y cic
ctfa hiéu va bat cif ngudi
nao ban biét. Nhitng ngudi
¢6 quan hé véi nhiéu ngudi
hang ngay hodc phuc vu
cong chiing 12 ngudn cung
cap dau moi tot

Dia diém va co quan

nién giam dién thoai thuong
mai

nha tu van trong cdc ciu lac bo
chinh quyén dia phuong, ti€u
bang va lién bang

trién 1am thuong mai

cac nhom thién nguyén

lich cac thuong gia

cau lac bo phu nit

nién giam cyu sinh vién

cau lac bo Kiwanis

nha thg - thanh that

trung tAm lam spa

nhém cyu chién binh

cudc hoi thdo

c6 quan nhan dung tam thGi

tdc gié trong cac tap chi chuyén
nghiép

cdc badn cdo phé

trung tAim nhan dung dia phuong
Phong Thuong Mai

Phu Luan Hoi, Cau Lac B Su
Tu/Ho6i Thanh Nién Ki T6 Gido
(YMCA/WMCA)

cudc hop thudng nién

hoi cac nha chuyén nghiép

nhém cyu sinh vién

bao dia phuong noi ban dang song
hay mudn lam viéc

loan trén bdo chi vé nhitng chif vu
mdi cla cong ty

tap chi thuong mai

Ban gido duc clia ti€u bang - S§ Pai
Hoc Cong Pong

bdo ngay thi Tu va Chd Nhat tai dia
phuong

bang niém yét & dai hoc

phong nhan dung & dai hoc

qudn rugu gan nhat clia cong ty ma
ban thich vao lam

cdc quan rugu & phi trudng

Ping ¢6 thién ky! Bat cit ai, du ho &
trong giai tAng

ndo, ciing c6 thé 1a mot ngudn dau
mdi gidp ban tim dudc viéc lam
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Ban sé& nhin thiy minh quen biét nhiéu ngudi dang lam viéc hoic trudc kia di lam viéc. Ho biét v& nhiéu cong viéc dang
cAn ngudi. Ngoai ra, ho con biét nhiéu loai cong viéc va cong ty khac nhau, va ban can biét thém vé nhitng diéu nay. Ho

ciing c6 thé gidi thiéu ban dén nhitng ngudi ho quen, c6 biét vé viéc lam.

Vi tit cd ngudi trén bang nay cd thé gitip ban tim viéc, nhé ditng bd sét tén ai! Piing ngai riing bing niy qud 16n. C6 nhiéu
ngudi gitdp dd ciing ching sao. Trong khoang tréng dudi day, dién tén ngudi trong mang Iwdi thin quen hién nay ctia ban vao.

Tén ho

Nghé nghiép

Cong ty

S6 dién thoai

Théin nhan

1.

2.

Ban cting s3, cht cii

Ban chung phong

1.

2.

Quen nai dam tiéc

Thiép gt cho

1.

2.

Ngudi khac (chi nha, quin 1y
ctra hang, v.v...)

* (N&u ban khong biét nghé nghiép, cong ty hoic s6 dién thoai ciia ngudi nio, cif liét ké tén ngusi 4y ra rdi tim thong tin Ay

sau.)

www.Mass.gov/dcs
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Dung Dién Thoai dé Xin Bugc Phong Van

Xin dugc gip trén dién thoai. N&éu
bén kia hoi, muc dich cta cudc dién
dam la cong viéc...

Néu dugc, cho biét tén clia ngudi da
dé nghi ban goi dién thoai.

Né&u dudc, cho biét 1am sao ban biét
vé viéc lam nay.

Né&u ngudi trudng ban dang voi va
muén chim dit dién dam...

Né&u ngudi trudng ban mudn ban goi
lai vao ldc khac...

Né&u ngudi trudng ban mudn biét
thém chi tiét... Manh dan néi vé kinh
nghiém lam viéc, nhitng gi ban da
dudc huan luyén, k¥ ning...

Xin dugc phdng van

N&u ban bi tr chdi...

“Xin chao 6ng/ba, t6i tén la (tén ngudi
g0i).”
“Xin cho toi biét tén ngudi quan ly (tén ban nganh

mudh biét)”

“Xin chao 6ng/ba (tén ngudi trudng ban), toi la ...”

“Ong/ba Smith cho tdi bi€t nén goi dng/ba. Tdi thich
chic vu (tén chac vu)”

“T6i goi cho 6ng theo muc quang cdo trén (tén bdo, bing niém

yét, bang thdng tin, cd quan tim viéc), vé chifc vu (tén
chic vu)”

“To6i biét ring 6ng/ba dang rat ban, nhung ching ta c6 thé dan
x&p cudc phéng van vao mot ngdy gan nhat va thuin tién cho
ong khong?”

“Thua dng/ba, ltic nao 1 lic thuin tién nhat dé toi goi 1ai?”

“To6i da lam viéc nam tai (tén co quan trudc day), §
do toi (nhitng viéc da 1am c6 lién quan dén k§

ning trong chifc vu mudn xin)” hoic:

“T6i c6 kinh nghiém trong (nhiém vu cling nhu nhitng gi
c6 lién quan dén cong viéc). Toi rat mudn theo dudi nghé
(Ianh vyc c6 lién quan dén viéc mudn xin)”

T6i mudn xin duge 6ng phdng van vao thdi diém sém nhat thuan
1gi cho Ong.
®Nhé cAm sin quyén lich va ¢ thé dé nghi mot vai ngay
@Ding xin chi din dudng di ngay. Goi lai sau va hdi ngudi
truc dién thoai.

Ong/ba c6 thé cho toi dén gip mit, trong trudng hdp c6 cong vié
gi trong trong tuong lai?
®Nhd cam sin quyén lich
#Ding xin chi din dudng di ngay. Goi lai sau va héi ngudi
truc dién thoai.

“Ong/ba c6 thé dé nghi ndi ndo khic ma toi nén goi khong a?
T6i c6 thé néi chuyén véi ai & d6?

“Xin cdm dn 6ng/ba da danh thoi gid cho t6i.”
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Chi Dan Tra Loi Phéng Van

Tim hiéu vé cong ty va/
hodc sén phdm cla cong
ty tru6c khi dén phéng
van

www.Mass.gov/dcs

v An mic thich hop.

v Di mot minh.

v Dén sém trudc gid hen.

v Mim cudi va 1€ do vdi tat cd nhitng ngudi ban gip.
v Dién don diy dd va cin than.

v Ding hiit thudc hoic nhai keo cao su.

v Pem theo bing cip hay gidy phép hanh nghé can thiét cho chic vu
Ay.
v D€ lai ban tém lugc va thu gidi thiéu cho ngudi phdng van ban.

v Nh§ gidi thich ddy di nhitng kha ning va lién hé k§ ning cla ban
véi cOng viéc.

¢ N6i ning manh dan va ty tin nhung dung ty phu.
v Tra 16i cAu hdi day di nhung khong loanh quanh
v Nhin thing vao ngudi phdng van.

v Pung thio luin vé stc khde cia ban.

v Cén than ding dé thdy minh bi mat binh tinh.

v Khong bao gid binh pham xau vé ngudi chi cii.

v N6i 1én uéc muon dudc 1am viéc va su thich thd cda ban déi véi
coOng ty.

v Héi vé cong ty d€ chl nhin thiy rd minh chi y dén cong ty ho.
v Xin phép dugc goi lai dé hdi vé két qua cude phdng van.

v Khi phdng van xong, cim on ngudi phdng van da danh thi gid cho
ban.
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Nghé Thuat Tra Loi Phéng Van dé Thanh Cong

Cau hdi thuong gap
trong budi phéng van

Mubn thanh cdng khi dugc
phdéng van, ban can tip dgt cach
trd 161 phdng van cia minh. S&n
sang tra 10i nhiéu cAu hdi khic
nhau. Khong thé nao liét k& hét
moi ciu héi c6 thé gip trong
budi phéng van viéc 1am & day
vi ¢6 qud nhiéu. Nhitng ciu héi
sau day vura thudng gép, vira kho
va budc ban phai suy nghi.
Chiing s€ giup ban tu chinh kha
niing trd 16i phdng van clia minh.

Ghi chi: M6t vai chd nhan sé
héi ban nhitng cAu ma 1€ ra ho
khong dugc hoi - d6 1a ciu hdi
c6 vé ky thi. Ban khong nén tra
16i nhitng cu hdi nay nhung
phdi sdn sang d6i pho bing mot
thai do thich hgp.

B6i canh thai nién thiéu
Sau day la nhitng cau hdi tiéu
biéu vé bdi canh gia dinh va thdi
nién thi€u ma ban c6 thé gip.

1. Nhitng sy ki€n quan trong nao
x4y ra trong thdi nién thi€u da
giy tac dong 16n nhat dén cudc
ddi cia ban? Tai sao?

2. Ban da hoc dudc nhitng gia

tri dao diic quan trong nao trong
thoi nién thi€u?

3. Ban coi nhitng gi l1a thanh qua
quan trong nhat trong giai doan
mdéi 16n? Tai sao?

Hoc van

1. Ban chon mdn

lam mon chinh & dai hoc vi
nhitng 1y do nao?

2. Hoc van dai hoc da gitdp ban
chuén bi cho cudc séng va nghé
nghiép hién tai nhu thé nao?

3. Thanh qua quan trong nhit ma
ban dat dugc & dai hoc la gi va
tai sao?

4. Luc hoc dai hoc, ban 1a mdt
sinh vién nhu thé nao?

5. Luc con la sinh vién, 1€ ra ban
phdi hoc hanh hitu hi€u hon nhu
thé nao?

6. Ban thich nhitng mén hoc
nao? Ghét nhitng mo6n hoc nao
nhat? Tai sao?

7. Thdi con 1a sinh vién, ban st dung
thdi gian rinh rdi nhu thé nao?

8. Ban ¢6 vai tro lanh dao nao khi song
& khu dai hoc? Nhitng két qud nao
ching té ban la ngudi lanh dao hitu
hiéu?

Kinh nghiém lam viéc

1. Visao ban chon nghé _____ ? Nhiing
y&u td nao dnh hudng nhic¢u nhat d&én
quyét dinh ctia ban?

2. Trong s6 nhitng chifc vu ma ban da
lam, ban thich chic vu nao nhat? Tai
sao?

3. Ban khong thich chic vu nao nhat?
Tai sao?

4. Nhitng su kién va y&u t6 nao dian
ban dén chd rdi bd cong ty ?

5. Ban ¢6 nhitng doéng gép va thanh
qua ndo quan trong nhat khi giif chitc

vu G cong ty ?

6. Ban so sanh chiic vu cua ban
G cong ty véi chiic vu clia
ban & cong ty nhu thé nao?

7. Trong nhitng chic vu nay, ban thich/
khong thich nhat diéu nao? Tai sao?
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8. N&u ching t6i lién lac véi 6. L& ra ban con c6 thé 1am dugc 5. Ban thay vai trd chd yéu clia
ngudi chd hién thdi cia ban dé nhitng gi khdc d€ ning cao dnh hudng quén 1y 1a gi? Tai sao?

héi d6i diéu, 6ng/ba Ay sé& néi thé va kha ning lam viéc cda ban néi 6. Pau 1a sy can bing thich ddng
nao? chung? Tai sao ban khong 1am nhitng  giita sy ki€m sodt ctia cAp quan ly
9. Ong/ba Ay s& md ta uu diém diéu ay? va su doc 14p cia nhan vién?

nao cua ban/lanh vuc nao ma ban 7. Néi cho t6i nghe lugng gia niang 7. Ban dung cich gi d€ khich 1&
cAn cdi thién? Tai sao? suat clia ban trong thdi ky gin day nhan vién? Ban s€ lam nhitng gi?
10. Ban dang lam gi d€ cdi tién  nhat. 8. Ban dung phuong phép gi dé
nhitng 1anh vuc nay? 8. K&t qua luong gid ning suit clia ban theo doi va diéu dong cong viéc
11. Ban ¢6 thé lam gi dé nang thdi ky gin ddy nhat nhu thé€ nao? Tai  clia s& cho ¢6 két qui?

cao ning suit clia minh trong sao? 9. Ban ddi phé véi van dé ning
chitc vu hién tai néi chung? 9. Ban c¢6 k& hoach gi d€ nang cao suit cia nhan vién nhu thé nao?
12. Ban thich nhat/it thich nhat  nidng sudt ctia minh? Ban dung nhitng phuong phdp nao?
nhitng gi trong cong viéc hién 10. Trong cOng viéc via qua, ban 10. Ban hay md t3 tién trinh hoach
tai? Tai sao? da ddm nhan nhi€m cong trinh quan dinh quéan ly. Ban hoach dinh nhu
13. Ban da thyc hién nhitng cong trong niao khic ngoai trach nhiém binh thé& nao d€ dat két qua cho s3?
trinh nao trong cong viéc hién thudng cda cong viéc? 11. Ai c6 lién hé trong tién trinh
tai, vugt qud su doi hdi thong 11. K&t qua nhitng cong trinh phu troi  hoach dinh clia ban? Ban 16i kéo
thudng cda chic vu nay? nay nhu thé€ nao? ho vao trong ti€n trinh hoach dinh
14. Cho dén nay, ban hai long 12. K&t qua nhitng cong trinh A&y nhu  bing cdch nao?

nhu thé ndo vé sy thing tién thé nao? 12. Trén mot thang diém tir mot
nghé nghiép ctia minh? L& ra 13. Trong nghé cda ban cho dén nay,  cho d&n mudi (mudi 13 diém cao
ban c6 thé 1am dugc nhitng gi &€  ban coi nhitng gi 1a nhitng thanh qua nhat), ban sé& cho diém minh & chd
thing ti€n mau hon? quan trong nhat? Tai sao? nao trong tu cach ngudi quan 1y?
Mdc hiu hiéu ca nhan Lanh daO quén |)// Tai sao? Ban c6 thé ning cao mifc
1. Ban ty md t3 minh nhu thé 1. Ban mo td phong cdch quin ly cia  hitu hiéu néi chung ctia minh vé
nao? minh nhu thé nao? Nguyén tic quidn ly mit quin ly nhu thé nao?

2. Ngudi khic s€ dung nhitng t¢t  clia ban?

gi @€ mo ta ban? 2. Ban dung nhitng phudng phap va

3. Nhitng uu diém cilia ban la k¥ thuit nao khi qudn 1y ngugi khac?

gi/trong lanh vyc gi? Viéc 4y hitu hiéu nhu th€ nao?

4. Cap chi huy trudec diy mo ta 3. Thuodc cAp ctia ban mo td ban nhu
ban nhu thé nao? th& nao trong cuong vi ngudi chi huy?
5. Ban da mang lai nhitng thay 4. Hoc sé khen nggi ban trong nhitng
ddi va cdi thién quan trong ndo  lanh vyc nao? Ho s& néu 1én nhiing
trong cong viéc trude day? Visao linh vic ndo ban cin cdi thién? Tai

nhitng viéc 4y 14 quan trong? sao?

www.Mass.gov/dcs
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Mau: Kiém Diém Lai Sau Khi Phdng Van

Tén cong ty: Tén ngudi phong van:

Ngay: Ngay goi lai dau tién:

Can dugc dién vao day du ngay sau khi dugc phéng van Khong

OJ

1. Ban c6 dén ddng gid khong?

2. Ban dn mdc 4o quan gi?

3. Ban c6 ty gidi thiéu minh véi ngudi phdng van khong?

4. Ban da thdo ludn vé& nhitng doi héi ndo clia cong viéc trong cudc phdng van?

5. Ban c6 duyét qua ban tém lugc v6i ngudi phdng van khong?

6. Ngudi phdng van c6 thdo luin gi vé& hoang cinh riéng tu ctia ban khong?

Néu c6, 1a chuyén gi?

7. Ngudi phdng van c6 binh luin gi vé nhitng k¥ ning ctia ban khong?

Néu c6, 1a chuyén gi?

8. An tugng chung ctia ngudi phdng van ddi véi ban tém luge clia ban nhu thé ndo?

O(foyg|ajo|oyajoafb|o|alg

O|o|ojo|o|ojgo)o| .

9. Ngudi phdng van c6 thio luan gi vé nhitng ric rdi dic biét ma ban c6 thé c6
khong?

Néu ¢6, 1a chuyén gi?

10. Ban c¢6 nhin thing vao ngudi phdng van khi ban néi véi 6ng/ba Ay hay khong?

11. Ban c6 cho biét ban dudc gidi thiéu dén cong ty nhu thé nao khong?

12. Ban c6 néi 1én uéc mudn dude 1am viéce va si wa thich clia minh d6i véi cong ty?

gioigojg)o
g|logjg)o

13. Né&u thdy chic chin 12 minh khong dudc tuyén dung vao cong viéc ma ban dang
dugc phdng van, ban c6 hdi ngudi phdng van vé nhitng chifc vu khac?

0J
OJ

Nhitng chifc vu 4y 1a gi?

0J
OJ

14. Ban c¢6 mudn cdng viéc ban thdi gian hoidc tam thdi 14 mot trong nhitng lya chon
khong?

15. Né&u khong ¢6 viéc trong & chd nay, ban c¢é hdi xem ngudi phdng van biét c6 0 O

codng viéc nao & mot cong ty khac khong?

16. Piéu gi dugc thdo luan nhiéu nhat? O U

17. Ngugi phdng van cé vé khong thich diéu gi khong? Né&u c6, 1a gi? 0 0

18. Piéu gi d6ng/ba ta c6 vé dic biét wa thich?

19. Ban ndi lic nao ban s€ goi dién thoai lai?
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Mau Thu Tham Do Két Quda Sau Phéng Van

Héi thim két qua sau khi phdng van 1a diéu quan trong c6 thé dén dem viéc tuyén dung. L4
thu cdm on hoic té 1ong bi€t on 1a cdng cu rat hitu hiéu dé “két thic viéc mua ban,” - va ludn
ludn nhé nhic dén chic vu da thio luan. Dudi diy 1a mot 14 thu thim do d€ lam mau.

www.Mass.gov/dcs
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Phuong Cach Tiét Kiém Thai Gian

St dung thai gian di
chuyén dén s3 1am

Danh ra gidy phut
ranh rbi

Biét du 1a da

Cudc thi nghiém nam
phut

“Lam viéc khon ngoan chit dirng vat va hon”

Né&u mat mot gid mdi ngay trong viéc di chuyén dén sé lam, thi ban
da ton thoi gian tuong duong véi sdu tudn 18 1am viéc mot nim d€ di
chuyén. Nén dung it nhdt mot phan thdi gian nay vao viéc c6 wu tién
cao. Ban c6 thé doc hay lam viéc trén xe buyt, xe dién ngim hoic xe
hoi di chung. Ngay c4 khi l4di xe, ban c¢6 thé suy nghi vé mot van dé
hodc mot cong trinh.

B4i vi ciling nhu pin can dugc nap dién, lich trinh 1am viéc ctia ban mdi
ngay can c6 mdt vai lic nghi x4 hdi - d6 13 ldc ban khong nghi dén
cong viéc, d€ dau 6c dugc thanh thoi va dudi chén tay, tap thd, doc tiéu
thuyét, v.v...

Pa s6 khong ¢ hoach dinh ding mitc. Mot sd it lai hoach dinh qud
miic - ngudi nay thich hoach dinh nhiéu hon hanh dong. N&u nghi ban
1a mot ngudi hoach dinh qud nhiéu, dit mot gidi han thdi gian cho viéc
hoach dinh.

Doi liic, chiing ta ¢6 cong viéc phai lam ma khong sao c¢é thé bit dau
dugc. Khi diéu nay x4y ra, tu budc minh lam thi¥ trong nim phiuit.

Duing thdi gian tai nha Cudc sdng riéng tu ciia ban cling ¢6 1di do suy nghi vé nhitng muc tiéu

binh luat Parkinson

Tranh bi tri hodn

quan trong nhat, cong tdc chd y&u va vu tién hang ngay. Nghi v& nhitng
gi quan trong ddi vdi ban & nha - danh thém nhiéu thdi gian cho gia
dinh va ban bé, hoc mot thd vui méi - va suy nghi vé budc nao quan
trong nhat dé€ thuc hién nhitng muc tiéu nay.

Chic chin ban ¢6 luu y riing cong viéc thudng kéo dai ra &€ 1ip day
khodng thdi gian tréng ma ban c6 d€ hoan thanh né. Nén tranh ling phi
thdi gian nay biing cdch dit thdi han cho chiing. N&u ban khong cé thdi
han gi cé thi phdi tu dit ra han chét cho chinh minh.

Tri hodn nhitng diéu khong vui ¢6 thé 1a mdt trong nhitng ban tinh tu
nhién ciia con ngudi, nhung né rat dé trd nén mot théi quen néu ta
khong dé khang lai né. Chong lai sy 1an Iira bing céch:

L 4

dit ra han chét va quyét tim thyc hién
nghi d&n 1¢i ich clia viéc thuc hién nhitng gi ma ban cin phdi lam
nghi d&€n nhitng tai hai sé x4y ra khi ban 1an Itra cham tré

thay thé’/théi quen lan lira biing théi quen 1am cho xong viéc gi ban
ghét nhat trudc.

* ¢ o o

Ty thudng minh mdi khi hoan thanh dugc mot cong viéc.
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Muc Tiéu Hang Tuan va S6 Cong Tac

Thang 20

Muc tiéu/Cong tac

Ngay

Tuan thd nhat

Tuan thd hai

Tuan thd ba

Tuan thid tu

Tuan thd nim

Sau khi xac dinh muc tiéu va cong tac trong tuan, chuyén chidng qua Lich
Quy Hoach Hang Théng trén trang k& bén.

www.Mass.gov/dcs
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Lich Quy Hoach Hang Thang

Thang 20
Chd Nhat  Tha Hai Tha Ba Tha Tu Thi Nam  Thd Séau Thia Bay
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Ban Ghi Nhing Dau Moi Viéc Lam

Ngudi can goi

Két qua dién thoai

Tén cong ty:

Ngay goi:

DPia chi:

Ghi chu:

S6 dién thoai:

Nguoi can gip:

Ngay/gid phéng van hodc nop don:

Theo doi héi han sau do: Ngay:
Tén cong ty: Ngay goi:
Dia chi: Ghi chu:

S6 dién thoai:

Nguoi can gip:

Ngay/gio phong van hodc nop don:

Theo doi héi han sau do: Ngay:
Tén cong ty: Ngay goi:
DPia chi: Ghi chu:

S6 dién thoai:

Ngudi can gap:

Ngay/gio phéng van hodc nop don:

Theo doi héi han sau dé: Ngay:
Tén cong ty: Ngay goi:
Dia chi: Ghi cha:

S6 dién thoai:

Ngudi can gap:

Ngay/gi¢ phong van hodc nop don:

Theo doi héi han sau do:

Ngay:

Sao chép trang nay, cap nhat va sdp xép cac dau mdi cong viec.

www.Mass.gov/dcs
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Cht nhan/Chuong trinh co hoi binh ddng. Ngudi tan tat c6 thé héi xin cac dich vu gidp do phu thudc.
TDD/TTY 1-800-439-2370 Néi: 1-800-439-0183
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